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I Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retoined for the period of time indicated.
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(cubic or linear feet). Show recommended retention period.
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of Hall of Records
and Board of Public
Works.

1.

2.

HDIUTES

Siset 8§* x 1X»
Dates* 190li • -
Quantity* 5 vcfibaaaa
File Arrangenants Chronological

The PUnutes are a record of Board policies and actions. Specifi-
cally, they show the nanss of mss&ers present at each oeeting, the
naaas of parsons appointed to tha Board, actions on charges heard
before the Board, licensing activities, snanarles of the results of
nestings *dth school representatives, examination results, approval
or disapproval of institutions inspected, and survey activities.
The two earliest volna&s of Jftirataa {i$0tt-1$^6) are handwritten.

RBCOKKBKDATICHl RSTAIH PHBttHENTDTi TRANSFER TO THE HALL OF REC-
OHDS All, KDJOTES THROUGH APRIL 1936.

BBOISTRATIOS PILE - PRACTICAL HORSES

Siset 3" x 9" (folded)
Dates* 1922 • - ;
Quantityi 7U docunfcmt drawers (2$ coble feet)
File Arrangeoeati Alphabetical by naaa of registrant
^Tmiy»l ACCIMIt>^ln^^flI 1 Cubic f o o t

Individuals practicing as practical nurses are required to register
with the Board. M a file contains tha registration records of
active and retired persons registered, as well as the separately- -
filed records of persons who are deceased, rejected, withdrawn, oar
are otharwlaa Ineligible for registration. The application for

7. Agency, Division or Bureau Representative

CzJpg.^ />->- C / ~%r,'. /ft (rres*-^ J-Jsje ST&Cr-es/c
Signature i

^ ^ H g /

Title f \^JU^7. S*J ^£Xft^-* f

<7 -bate' ' *~

Schec

# '

Lhedule Authorized as jndicated in Col. 6 by Hall of
irds Commission.

' f Date Archivist * v

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Date ~7
s£tjLA-r<feiitfjA^r 5?flJJ

Secretary
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registration f a m for each individual I s folded and f i l e d so as t o
hold other record* pertaining t o the applicant or regis trant . These
records erei

Individual examination report (XBH tabulation)
Return postcard acknowledging receipt of l i cense
Credentials submitted
Correspoadenes

Board Regulations re lat ing t o applicants who f a l l examinations providi
for re-examination. Since there I s no l imit on the t i a e during which
the re-examination may take place, the °B« recoEujendation below per-
taining t o fa i l ed applicants i s nade with the understanding that a
card record showing the eaeawinatien status of fa i l ed applicants w i l l
be maintained by the Board*

RBCOMMaHtof I08« . RETA1H THB RECORDS OF INDIVIDUAL RB&TSTRAHIS FOB
S E 7 E m ~ F m YSAR3 AFTER DATS OF REGISTRATION OR FOR
THRKS TEARS AFTER DATE OF KHO^J DEATH, Aim THEN DESTROY

RECOffifSSDATIOHj RETAIK AH. OTHER RECORDS (FAHSD, REJECTED, ABB HUH-
DRAW8) FOR THREE YEARS AFTER DATE OP F A I U E E , REJBCTIOI
OR WUHDRAWAI* AHD THES DBSTROT. '"

IBQISTRATION F H S - REGISTERED HtRSSS

SIBSJ y x9* (folded)
Datesi 190U - -
QuanUtyi 3U8 docuraant dretners (116 cubic feet)
File Arrangensntt Alphabetical by nase of registrant
Annual AeeusBilatloni 8 cubic feet (estimated)

Individuals practicing as registered norses are required to register
alto the Board. This f i le contains the registration records of active
ad retired persons as well as the Beparately-fllad records of persons
mo are deceased, rejected, withdrawn, or are othandsa ix^llsible fox
•egiatratlon. The application fora for each Individual i s folded so
is to hold other records pertaining to the applicant or registrant*
tose records srei

Individual oxmnlnntlon report (IBM tabulation)
Return postcard acknowledging receipt of license
Credentials •dadtted
Correspondence

card regulations relating to applicants who fal l exaataatlons provide
fer re-enodnaticiu Since there i s no Halt on the tiste during whichf
tm re-exaalaation atay take pises, the «B» reeoneaeadatlon below per-
«inlng to failed applicants i s sode vith the vaderstanding that a
ard r«eord showing toe ̂ mnlnfttlnn status of f allsd ata>licants will

•aintaiaed by the Board. ^ «»«***

A . ^SCOWCESDATIOHi R g A j M TH8 JtECCRDS OF IBDI7HJDAL RBQISTRAIITS FOR
SE?EJ8TT-WVB TSARS APTSR DATE 0 ? RKJISTRATIOH OR FOR
THRSB TEARS ATTBR DATS OF KHOMII D3ATH ARD THBH DES-
tBOT. TRARSFBR TO STATE RECORD CE8TEB REGISTRATIDH
FOICERS 1 - 2 0 0 0 ( 1 9 0 U « l O 2 0 ) . THSREAFrER.TRAUSF^
AgggAXjOr 1 0 0 0 ADDiriOKAL REQ1STRATI0K F0CDER3.

HaUUMH^UATlDHa REgAITAEC RECORDS (FAID3) , REJECTED, AND
D A T B 0 F F A I 1
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5. Description of Records
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u.

*.

6.

REJECTION, OR WHHKIAWAL, AHD TKSH DESTROY.

REGISTERS

Siaet Bfr x 11", 18» x UU1*
Datess 190U
Quantltys 12 volumes (2 cubic feet )
Fila Arrangefflsntt Separate series for R.W* and L.P»N,*

. nuraeirlcal by registration number therein

According to the provisions of Article h3$ Section 291, Annotated
Code of Maryland* 1957 Edition* the Secretary is required to mala*
tain a register of the nanes of all nurses registered by the Board*
The registered nurse register occupies ten volumes*! each of which
sliows the registration nuufcer, the date of registration* the regis-
trant's hams* whether registered with or without examination, and
the nana and location of the school of nursing in which the regis-
trant trained. The register for licensed practical nurses occupies
two voluoss (1°22 - - ) • the later one showing the registration
nustoer, the registrant* a name* address* practical nurse course (nose!
whether the course was Incomplete* the location of the school, and
the data of the license Issued*

RBCOHHSHDATICBl RETAIN P21HAHEKTET. /

Sises^S" x 5" _^'
Datesi^5^ - -
QuantityjN^5^doublfi card drasers (1^ cubic feet)
Pile ArrangeioBntix^Separate f i l e s for R*jR*̂ and L.P.H.,

v wî Aattftt.'iff̂ i by nano^vlthln each
Annual AccumulationV vless 1*an Vctifeic foot

According to the provisions of Article Ii3j Sections 296 and 306,
of the Annotated Code of ffarylmd, 15^7 Edition, both registered
and licensed practical nurses are required to. have their registra-
tion certificates recorded every other year* The Becordatlon Fila
i s the Board's record of the recordatlen. Individual cards are-.
maintained for'each registrant shoving the registration nasfcer, the
registrant* a nasae end address* oad the respective dates of record**
ticn.^

RECOKKESDAIIOHx RETAIN VmSBMBSU.

EIAMBIATIOH BBSUISS

Siset 10» x 12° voluaaaj && x 11*
Date a i 1907 - -
Quantltyi 5 volmaa end 1 drawer (2 cubic t e s t
File Arrangeoents By year
/^nr^q^ ACBUHTllffltl fflfl I 1998 t h t t fi CilblO fOOt

>v ~^i
A

w

<=<«i*^C
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8.

Applicants for registration by examination are given tests supplied
to the Board toy a national testing service* Tests are graded by
the testing service and the machine-tabulated results are returned
to the Board* The results of each examination consist of stnnmarlas
of grades by Individual and by school, showing relative rankings*
The suansaries are useful to the Board in certifying credentials to
other states, in ascertaining an unsuccessful applicant's grade in
the event that there is a later re-application, and in the evalua-
tion of the performance of students of various nursing training
institutions throughout the State* Prior to the institution of the
leportiig service (19££), test results were aaintained in volmnos*
The earliest volume shows the date of the examination and Iist3 (in
order of standing) the candidates by name, school, and maaarieal
rating* In later voluraaa is shown the natae, registration number,
the name of the school, the numerical grade on various parts of the
examination, and the result (pass or fail)* The books are used by
the Board for certification purposes %jhen individuals register in
other states.

RECOHKE2IDATIONI RETAIN PERMARSHTtT.

STUDENT HGRS5 APPLICATION FILE

Siset y x 9° (folded)
. Datest 19O2<~1926

Quantity? l<0 docutasnt drawers (13 cubic feet)
File Arrangement* Alphabetical by nasa
Annual Accumulations Discontinued
Disposable Aaountj 13 cubic feet

This file contains student nurse applications which were foraarly
maintained by the Board for students enrolled in nurses* training
schools* This procedure has been discontinued and the Board la no
longer responsible for maintaining such records* Applications of
enroUad students currently are held by the institutions adminis-
tering the training program*

RECOHMEHDATIONi DESTROY ACCUMBUTIOH.

PRELIMINARY CREDENTIAL FILS

Sisei 8£« x 11°
Dates* 1 & 3 ~ -
Quantity* 1 drawer (l| cubic feet)
File Arrangestent* Alptartw*-*^! by nasas of fft-^v^**1^

^^z
<̂c ĉ

This f 11a contains prellninary credentials which were submitted to
the Board as evidence of student nurses* high school education*
The Board »alntalna credentials for senior nursing students only
and the nursing schools maintain credentials for all other students*
If a graduating nursing student registers «Lth the Board, the high
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9.

10.

11.

school record becomes part of the Individual's registration record
(Items 2 and 3)* The recommendation.below applies to the high
school records of student nurses who did not apply for registration*

RECOMMENDATION: RETAIN FOR THREE TSARS AND THEN DESTROY.

MONTHLY REPORTS BT SCHOOLS OF NURSING

. Siaei 8§« x 11"
Dates: 1950 - - j '
Quantityi 1 drawer (l| cubic feet)
File Arrangements Alphabetical by institution
Annual Accumulation: \ cubic foot

These are reports which were formerly received monthly from schools
of nursing. Since 1955 these have been received quarterly. Speci-
fically, each report shows the name of the institution, the names
of students admitted, the names of students who left the school,
the names of students completing the course, faculty and staff
appointments and resignations. Attached sheets show the total
numbers of students enrolled during various months of the year.

RBCOMMEHDATHJHj RETAIN FOR FOUR TSARS AND THEN DESTROY.

ANNUAL SCHOOL REPORTS

Siaei 8|» x 11"
Datesi 1957 - -
Quantity; § drawer (1 cable foot)
File Arrangements Alphabetical by type of school and by

w«ywff» of Institution therein

This file contains annual reports prepared by schools granting
diplomas, affiliating programs, and practical nursing schools. The
reports, summarizing statistical and general information on tha
training program of each school or institution, are prepared on a
form supplied by the Board. Attached to the reports are staff
lists, organisation charts, or other descriptive material. The
Board plans to discontinue this type of report and require detailed
annual reports on eurrleulnflu Future reports relating to matters
other than curriculum will be required lass frequently* Since this
material eventually becomes part of the Schools of Nursing File
(Item 16), It will be governed by the reconaendation for that item.

RECOMMENDATION* TRANSFER TO SCHOOLS OF NtRSBJQ FILE (ITEM 16).

ANNUAL REPORTS (TYPESCRIPTS)

Size: 8£" X U V 8 a " x lit"
Dates: 190U - -
Quantity: 2 notebooks
File Arrangement! Chronological ^^±L^U^A/U^L^/^\

£/
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12.

13.

lfc.

The Board makes an annual report to tha Maryland State Burses*
Association. The Association needs the information contained In
these reports in order to recommend to tha Governor appropriate
candidates for appointment to the Board* Furthermore, since the
Association introduces legislation, its Bankers need to be kept
appraised of current activities in tha field of nursing licensing
and training. A copy of the report is also sent to the Governor.
The report contains euch information as tha total nurse registra-
tion, the nusber of registrations for the year* the ms&ers of fail*
lag and passing candidates, the subjects failed, the number of appli-
cations received, tha nus&er of admissions to schools, notations of
approvals of institutions and changes in programs.

RSCOKMEKDATIOri: RETAIN PHRKAlOffLT*

REPORT FIBS

Siaet y* x ?*
Datesi 190U - -
Quantity* ^ cubic foot
File Arrangeasnti By tvpo of record and chronological

tharoin '

This f i l e includes copies of State Auditor's reports , carbon
typescr ipts of Board annual reports , and typescr ipts of f inanc ia l
statenenta*

EEGOMKEHDATIONi RSTMH STATS AUDITORS REPORTS PEHJUNEHTLT. RgXAIH
ALL OTHER REPORTS FOR THREE TKARS AND THEN DESTROY,

BOND, DStRABCg POUCT, A8D CONTRACT PHS

Sisoi 3" x 9"
Datesi 19^0 • -
Quantity* $ cubic foot
File Arrangeaantt hy type of record and ehronologleal thapolai

This file contains fire insuraace policies, treasurer's bonds, and
rental contracts*

RECOWIEJJDATIOni RSTAIB WHIL5 HI FOVCE AND FOB THEK TSARS TH3REAFTE .
AND THEH DETEOI.

GENERAL CORRgSPOTTOESCS

Sisei 8|" x U "
Datest 1917 - -
<2uantityt 1 drawer
File Arranseaeat, A l p h a b e t * ^ * subjeet or t m m j ^ ^ ^ ^ ^ ^ ^ ^

This file contains c

"espondoat

•espondence «ito profesaional organlsction*
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A.

B.

15.

16.

end State agencies* Correspondence with State agencies relates to
routine administrative natters.

A separata file, titled "Attorney General, Board", contains corres-
pondence concerned with Board planning and policies. This corres-
pondence relates to each natters as enforcesacnt of curricultna re-
qtdresaents, studies undertaken by the Board, accreditation of nursizd
schools, opinions of the Attorney (teneralj cosg>lainta against and ]
Investigations of nurses, and legislation.

RBCOMHERDATIQBl RETAIN PERHAHElffLf THE "ATTORSET QSIERAI* BOARD"

RDC0M?EKDAT10St RHTAIN ALL OTHER CCRRSSPOKDEBCB FOH THREE TEARS AHD
THES DESTROT*

OOT-OP-STATE BOARD FILS

Slaet 8§« x H «
Date a» 192?
Quantity* 1 drawer (l| cubic feet)
File Arrangeaant* Alphabetical by state

This file consists of correspondence with examining boards in other
states filed together with copies of nursing lass and other col-
lected Baterlal* Correspondence is concerned with routine matters*-
answering inquiries, acknowledging receipt of material, end the
licensing of individual nurses from other states*

RECOMHESDATIONI RgTAlH FOB FI¥E TSARS AHD THEN DESTROY.

SCHOOLS OF HTHSirC FIDS

Sixet 8ĵ » at 11*
Datest 1917 - -
Qasatltyi h drauors (6 cable feet)
File Arrange?nent» Alphabetical by nans of institution,
ftmrnft^ AfmiiiiiiilatifflU l0S8 than ^ CUblC f o o t
Dlsposabla Asountj 2 cubic feet (estinated)

This filo contains correspondence and other records which doeuaant
ths Board's activities in surveying and Inspecting currently activa
nursing schools and nurses' training prograaa throughout the State.
The Board is also responsibls for the approval of affiliating pro-
grass la psychiatric and tuberculosis nursing* Hecords of defunct
schools and training programs are filed separately* Specifically,
this file contains the following types of records on each lnstitutia
or training program

• ^ ^ ^ ^ ^ ( 2 ^ 1 ^ ^
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17.

Summaries of mean test scores of candidates prepared
Correspondence received froa institutions concerning training

programs—discontinuance, changes in affiliation, notifi-
cation of staff changes, etc.

Correspondence received from Rational League for Huralng, Xnc<
relating to accreditation of institutions

Copies of out-going correspondence to institutions concerning
teaching programs and other activities ,

Prospectus of training programs submitted by institutions
Board survey reports (inspection reports)
Staff lists
Questionnaires
Printed material - institutional annual reports, outlines

of courses

Records concerned with affiliating programs are filed in the "Affil-
iating Program, Schools of Practical Nursing" file. These records
relate to the survey and inspection of institutions involved with
affiliating programs in psychiatric and tubercular nursing and prac-
tical nursing training.

The rewtmssemiaticn below covers all records described In this lteau

RECOMHaJDATIOHj RETAIN PSUttHBHTLYi RETAIN IN DEPARTMENTAL 0FFICE3
TBS RECORDS OF SCHOOLS AHD TRAIHUKJ PR00RA26 WtlL
SCHOOL CEASES QPSRATIBa. TRANSFER ANNUALLT TO THE
STATS RECORD CSOTEtt THE RECORDS OF INACTIVE SCHOOLS

HHRSIKO SCHOOL CORRESPOHDESCB

Sizaj 8$» x 11"
Datest 1922- -
Quantity* 2 drawers (3 cubic feet)
File Arrangeasnti Separate filss for active and Inactive -

alphabetical by naae of school within each
A.wmjfl't ftr»«*nmu1^it.lCfl| l S 8 8 ^M»ff Jt CUblO fOOft

This file contains f̂ oriftwi'î ŷ f̂fvft with nursing schools both active
end out-of-business. Correspondence with active schools is to be
combined with the Schools of Horsing File (Zten 16). The corres-
pondence is concerned with requests for infornation or curricula,
school staff and faculty resignations, questleamalres completed by
sehooTa. applicants* ttii scares, etc.
RECOMRSSDATIORi COfBIHS WITH SCHOOLS OF HTfcSIKO FIXE ( I t e m 1$),

•t*. JUJ^/VUACJAO
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

rmsim SCHOOL CURRICULA

Size I 3 « x y
Dates? 1912 - -
Quantity? $ cubic foot
File Arrangements Chronological

This f i le consists of typescript and printed curricula setting forth
the minimum standards required of nurse training schools.

RECOKJSENDATIOIli RSTAIH PERHANENTIJ.

ACCOUBTINO RECORDS

SiBoj 8§» X Hi"
Datoss 19U - -
Quantity's U cubic feet (estlraated)
File Arrangements Chronological
Annual Accumulations 1 cubic foot
Audits State •

This item includes a l l standard accounting fonas used by State
agencies as supporting data to the final bods of entry, the Special
Fund lodger, the Journals, and the Budget Ledger* The f inal bocks
of entry are to be retained permanently. Specifically, these sup*
porting records ares i •• _ .

Comptroller of the Treasury ', ~'~" '

Fora Ro«

* Hesorandum of Adjustosnt )
E-l-S Distribution of Charges S • /-
£-1 and B-l ftransmittal ^^^^^La^U
DD-1 Certificate of Deposit and Bank Deposit Slip.
R-2 (f ormsrly HR-2) Jfcmthly Report of State Fonda Collected and

Deposited
Distribution of Unexpended aad Obligated

Balances
Konthly Statement of Balances

Purchasing Bureau (Departaaent of Budget end Prouureaant)

1-A Requisition for Supplies
U7-A Purchase Order
100-16 Out-of-Schedule Requisition for Supplies
39-A and UO-A Stores Requisition
CF-2 • Copy of Contract Awarded
CF-1 ' Capital Fund Requisition for Equlpnant
UX)/2U ' Actual Emergency and Repairs Report
27-A Copy of Ccntraet Awarded
CF-3 Copy of Contract Awarded

SCHEDULE r>AA
NO. O ' i l

PAGE
NO. 9*.

6. Recommendotion
of Hall of Records
and Board of Public
Works.

-
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20.

- - Delivery Invoice
26-A Notice of Award of Contract
52 Credit Memorandum
£1 , Report of Partial Delivery

Budget Bureau (Department of Budget and Procurement)

BB-1 (Say.)

B.P, Inv* R101
B.P. Inv. R102
B.P. Inv. 6

Budget Fora
Hos. 1 thru 11

BB-UO

REGQMMESDATIOHl

Formerly BB-1 and BB-2 ,
Budget Schedule Amendment Sheet
Report of Flxsd Assets (annual)
Report of Materials and Supplies (annual)
I&terials and Supplies Physical Inventory

(annual)

Budget Estimates Fiscal Tear
Request for Position Action

Others

Applications for Recordation of Certificates
Vendors Invoices < \
Bank Deposit Slips
Bank Statements - , - -
Bank Deposit Receipts
Canceled Checks
Cheek stub book* j '>•

RETAIN FOR THREE TEARS OR UNTIL AUDITS), WHICHEVER
IS LATER, AND THEN DBSTROT. ' ^^U^^LLXU.

ACOOPSTDO RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BT A OEHERAL
RECORDS RETENTION SCHEDULE.

PAYROLL (Prior to July 1, 1953)* The agency copy of this payroll
form is to be retained for five years or until audited) whichever
is later, and then destroyed. (General Schedule Ho* 0-1, Item 1-d,
approved by the Board of Public Works, January 11, 1°5U)*

PAYROLL JOHtHAL * The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule Ho. 0-2* Item 1-d, approved by the Board of Public Works,
January 11, 1°SU).

PAYROLL EXCEPTIONS, ADDITIONS AHD DEDUCTIONS - The agency copy is
to be retained for three years or until audited, whichever is lat€r,
and than destroyed. (General Schedule Ho. G-2, Item 3~b, approved
by the Board of Public Works, January 11, 19£lt)«

PAT WiRRAHTS - The agency copy is to be retained for three years
or until audited, whichever is later, and then destroyed. (General

l^<A^£j(\
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21.

22.

Schedule So. 0-3, Item 3, approved by the Board of Public Works*
May 10, 1 9 & ) .

RECEIVING WARRANTS - The agency copy la to be retained for threo
years or until audited, whichever is later, and then destroyed*
(General Schedule Wo. o4t. Item 3, approved by the Board of Public
Works, Kay 10, l°5l»).

TRAflSMnTAL FORM E-l or B-| (Comptroller of the Treasury Fora) is
to be retained for three years or until audited, whichever is later
and, then, destroyed* (General Schedule Ho* 0-5, Item 3, approved
by the Board of Public tforks, Kay 10, 195h)»

MASTER AUTHORIZATION

This,State-wide form of the Ooas&ssioner of Personnel is the author-
ization for entering the employees nasse on the payroll or for male*
ing any changes in the pay rate* Zt also sheas all pay deductions.

RECOMKEBDATlOSil

LEAVE RECORDS

RETAIN WHILB EMPLOYED AND FOR THREE TEARS AFTER
DATS OF SEPARATION, OR UNTIL AUDITED, WHICHEVER
IS ZAtm, i!© THEN DESTROT.

This file includes the following reeordst

Leave record card - Form SEO 128-A* a standard State-wide
fern, prepared nrmuaiTy for each ensployee

Leave applications
Doctors' certificates

RECOMMENDATIONa RETAIL FG& TRRE& YEARS OR OSTIL AUDITED, WHICHEVER
IS LATSR, ABD THEH DESTROY.


